State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Services Supervisor Il 0652-1150-501 50000745 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant BSO/BIB/Records and Content Management
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
Supervisory [ Lead Person Kora Bitcon Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
JL 05/10/2013
Pe_rl_(i:;enrg of Activity
POSITION SUMMARY
Under the general direction of the Chief, Records and Content Management (RCM), the incumbent
is responsible for the supervision and operation of File Stations located in the Resources Building
and other buildings in the greater downtown Sacramento area, West Sacramento, as well as the
Joint Operations Center.
This position requires the incumbent work cooperatively with others; maintain regular, consistent,
predictable attendance; possess integrity, initiative, dependability, and good judgment.

40% Supervise, plan, organize, and direct the work of employees who perform file station duties in order
to ensure records and documents are filed and preserved for future reference or retrieval utilizing
the retention schedule, filing procedures manual, file manual, alpha manual, and the RCM contracts
database in accordance with the Department file retention schedule. These duties may include but
are not limited to monitor and coordinate staff workloads to ensure smooth and timely workflow;
train staff on the Department's file system, coding, and interoffice mail drops; ensure that the
processing of incoming and outgoing record requests are handled in an efficient and timely
manner; review records management processing system for efficiency to meets DWR's needs,
implement changes and audit for effectiveness; verify the creation of new folders have been
completed appropriately; supervise and train staff to perform file audits of the filing coded material
to specific files in order to insure appropriate completion.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE

Kora Bitcon >

EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Services Supervisor Il 0652-1150-501 50000745 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

BSO/BIB/Records and Content Management

Percent of
Time

Activity

30%

15%

15%

Participate in the continued development of the Electronic Content Management (ECM) system,
Documentum, as a subject matter expert on records management in order to incorporate and/or
develop Department record policies and procedures. As a member of DWR’s Documentum Team,
evaluate new technology to purchase while implementing an imaging and records management
system for the Department; evaluate the need for imaging which includes determining the
long-term implications of implementing an automated document management and records
management system; recommend strategies for imaging use on a department wide basis; conduct
workshops to determine the imaging and records management needs of DWR divisions that will be
brought into Documentum; test software during implementation and recommend corrections and
updates as needed; create and develop new policies and procedures for the Documentum system.

Train and supervise employees who perform electronic filing duties. Plan, organize, coordinate,
and direct the indexing, quality control and virtual document workloads to ensure a timely and
accurate flow of documents and records, utilizing the Documentum procedures in accordance with
State and Department policy guidelines. These duties may include but are not limited to batch
material for scanning; scan material utilizing scanning software and hardware; index documents
and records; perform quality control of images before uploading to Documentum and destruction
of paper and electronic records.

Participate and oversee records management duties such as: pulling hardcopy files from shelves,
from archive locations, file stations and delivering the material to the requestor; assembling
reports by gathering requested records and clipping them together for submission.

Responsible for the Unit's transfer of records, records retention schedules and all aspects
concerning RCM's Paper Records Management Program. Assist with overseeing the Paperwork
Management Program that involves gathering data from management staff personnel
department-wide, determining the amount of active, stored, and destroyed files. Oversee staff that
responds to Public Records Act, attorney, and subpoena requests by providing research on
archive documents, Department correspondence, and the State Water Project history information.

Gather information and submit monthly progress reports for various RCM activities. Review files
that have reached retention and advise staff to compose letters to Division Chiefs regarding these
files. Oversee the purging of unnecessary records after review and authorization by the Division
Chief. Coordinate DWR annual retention schedules to the Department of General Services, the
5-year record inventory and prepare monthly progress reports. Work with business areas to define
their retention schedules, purging processes, and assist in re-assessing records in the retention
schedule.

Administrative Services
Oversee Records Retention Unit staff to develop and maintain a highly skilled professional staff to
meet the Department's mission through assigning and distributing work, monitoring and
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Services Supervisor Il 0652-1150-501 50000745 1

APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION

Vacant BSO/BIB/Records and Content Management
Pe_rl_ci:r%rét of Activity

evaluating performance, preparing annual A&D reports, determining training needs and approving
training requests, implementing the three phases of progressive discipline, verifying and approving
employee's attendance and leave requests, interviewing and hiring qualified employees,
understanding employee's rights with regards to labor relations, and leading by example.

Acts as the liaison to District and Field Offices. Travel to assigned District offices and provide and
recommend technical guidance to personnel concerning DWR file and records management which
may require driving a vehicle on public roadways.

May be involved in rotation within Records and Content Management to provide overall training in
all activities within RCM. May act for the Chief of Records and Content Management in his/her
absence.

SPECIAL REQUIREMENTS
Valid California Drivers License

KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge of records management systems, both paper and electronic. Ability to provide job
orientation and training to subordinates, oral and written, ability to work with the general public,
and maintain excellent customer service skills. Ability to work independently, modify established
procedures, and supervise the work of staff.

The position requires a thorough understanding of the uses, limitations, capacities, and operation
of the PC, desktop scanner and other automated equipment and their related software.

Ability to move up to 25 pounds. Coordinate various staff duties and schedules on a daily basis,
ability to handle stress and meet deadlines.

SPECIAL CHARACTERISTICS
Personable, organized, professional attitude, customer-oriented.

OTHER RESPONSIBILITES

This position provides necessary support to the Division of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as CalEMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’'s Administrative Orders.

DWR 525 (Rev. 1/09) Page 3 of 3




	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: 04
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Kora Bitcon
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: JL
	personnel date: 05/10/2013
	PERCENT OF TIME: 








40%
	activity: POSITION SUMMARY
Under the general direction of the Chief, Records and Content Management (RCM), the incumbent is responsible for the supervision and operation of File Stations located in the Resources Building and other buildings in the greater downtown Sacramento area, West Sacramento, as well as the Joint Operations Center.  

This position requires the incumbent work cooperatively with others; maintain regular, consistent, predictable attendance; possess integrity, initiative, dependability, and good judgment.  

Supervise, plan, organize, and direct the work of employees who perform file station duties in order to ensure records and documents are filed and preserved for future reference or retrieval utilizing the retention schedule, filing procedures manual, file manual, alpha manual, and the RCM contracts database in accordance with the Department file retention schedule. These duties may include but are not limited to monitor and coordinate staff workloads to ensure smooth and timely workflow; train staff on the Department's file system, coding, and interoffice mail drops;  ensure that the processing of incoming and outgoing record requests are handled in an efficient and timely manner; review records management processing system for efficiency to meets DWR's needs,  implement changes and audit for effectiveness; verify the creation of new folders have been completed appropriately; supervise and train staff to perform file audits of the filing coded material to specific files in order to insure appropriate completion.

	classification: Office Services Supervisor II
	appointee: Vacant
	dwr position number: 0652-1150-501
	sap personnel no: 
	sap position number: 50000745
	division: BSO/BIB/Records and Content Management
	mcr: 1
	percent2: 30%


















15%


















15%
	activity2: Participate in the continued development of the Electronic Content Management (ECM) system, Documentum, as a subject matter expert on records management in order to incorporate and/or develop Department record policies and procedures.  As a member of DWR’s Documentum Team,   evaluate new technology to purchase while implementing an imaging and records management system for the Department; evaluate the need for imaging which includes determining the long-term implications of implementing an automated document management and records management system; recommend strategies for imaging use on a department wide basis; conduct workshops to determine the imaging and records management needs of DWR divisions that will be brought into Documentum; test software during implementation and recommend corrections and updates as needed; create and develop new policies and procedures for the Documentum system.

Train and supervise employees who perform electronic filing duties.  Plan, organize, coordinate, and direct the indexing, quality control and virtual document workloads to ensure a timely and accurate flow of documents and records, utilizing the Documentum procedures in accordance with State and Department policy guidelines.  These duties may include but are not limited to batch material for scanning; scan material utilizing scanning software and hardware; index documents and records; perform quality control of images before uploading to Documentum and destruction of paper and electronic records.

Participate and oversee records management duties such as: pulling hardcopy files from shelves, from archive locations, file stations and delivering the material to the requestor; assembling reports by gathering requested records and clipping them together for submission.  

Responsible for the Unit's transfer of records, records retention schedules and all aspects concerning RCM's Paper Records Management Program.  Assist with overseeing the Paperwork Management Program that involves gathering data from management staff personnel department-wide, determining the amount of active, stored, and destroyed files.  Oversee staff that responds to Public Records Act, attorney, and subpoena requests by providing research on archive documents, Department correspondence, and the State Water Project history information.

Gather information and submit monthly progress reports for various RCM activities.  Review files that have reached retention and advise staff to compose letters to Division Chiefs regarding these files.  Oversee the purging of unnecessary records after review and authorization by the Division Chief.  Coordinate DWR annual retention schedules to the Department of General Services, the 5-year record inventory and prepare monthly progress reports.  Work with business areas to define their retention schedules, purging processes, and assist in re-assessing records in the retention schedule.
 
Administrative Services
Oversee Records Retention Unit staff to develop and maintain a highly skilled professional staff to meet the Department's mission through  assigning and distributing work, monitoring and
	percent 3: 















	activity3: evaluating performance, preparing annual A&D reports, determining training needs and approving training requests, implementing the three phases of progressive discipline, verifying and approving employee's attendance and leave requests, interviewing and hiring qualified employees, understanding employee's rights with regards to labor relations, and leading by example.

Acts as the liaison to District and Field Offices.  Travel to assigned District offices and provide and recommend technical guidance to personnel concerning DWR file and records management which may require driving a vehicle on public roadways.

May be involved in rotation within Records and Content Management to provide overall training in all activities within RCM.  May act for the Chief of Records and Content Management in his/her absence.

SPECIAL REQUIREMENTS
Valid California Drivers License

KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge of records management systems, both paper and electronic. Ability to provide job orientation and training to subordinates, oral and written, ability to work with the general public, and maintain excellent customer service skills.  Ability to work independently, modify established procedures, and supervise the work of staff. 

The position requires a thorough understanding of the uses, limitations, capacities, and operation of the PC, desktop scanner and other automated equipment and their related software.

Ability to move up to 25 pounds.  Coordinate various staff duties and schedules on a daily basis, ability to handle stress and meet deadlines.

SPECIAL CHARACTERISTICS
Personable, organized, professional attitude, customer-oriented.

OTHER RESPONSIBILITES
This position provides necessary support to the Division of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also  serve in one of the sections as established in the incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders. 
	supervisor name: Kora Bitcon
	employee name: Vacant


